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4.3 Personal Emergency Evacuation Plan (PEEP) 

A PEEP will be created by the Principal First Aider for a child who has a medical condition or temporary 
mobility issue.  The PEEP will be signed by all staff who have contact with the student and will outline what 
to do and where to go in case there is a need for emergency evacuation from the school buildings.  PEEPs 
will be reviewed on an annual basis for ongoing medical/mobility issues.  See Appendix 2. 

 

5. First aid equipment 
A typical first aid kit in our school will include the following: 

 Medium Sterile first aid dressings x4 

 Conforming Bandages x2 

 Sterile Cleansing wipes x10  

 Foil heat blankets x1  

 Sick bags  

 Yellow waste bags  

 Triangular bandages x2  

 Sterile eye pads x2  

 Medical tape x1  

 Resus-Aid  

 Gloves (selection of sizes)  

 Finger Dressing x2  

 Assorted Plasters  
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First aid kits are stored in: 

 
 

 

 

 

 

 

 

 

 

 

 

B Block 
IT Office 

C Block 
DT box no.1 

D Block 
QTA Room (D8) 

E Block 
Music Office 

F Block 
Willow 

Rowan 

Geography Office 

Library 

G Block 
Textiles G1 

Art Room G2 

Art Room G3 

Food Tech G4 

Food Tech G6 

Outer Buildings 
Sports Hall 

Minibus WA07 EOH 

Minibus HV11 XAH 

People Carrier  

Site Team 

 

P Block 
First Aid Room (P1 block) 

PE Department Fixtures bag no.1 

PE Department Fixtures bag no.2 

PE Department Fixtures bag no.3 

PE Department Fixtures Red Rugby Bag 
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6. Record-keeping and reporting 

Incidents involving students are recorded by the Principal First Aider.   

Incidents involving staff are recorded by the school’s Operations Manager.   

6.1 First aid and accident record book 

 An online accident form will be completed via the EEC (European Education Consultants) website 
(https://www.eeclive.co.uk/public/plogon.asp?aid=14) by the Principal First Aider/HR Manager on the 
same day or as soon as possible after an incident resulting in an injury where further medical 
treatment/assistance is necessary 

 As much detail as possible should be supplied when reporting an accident, including all of the 
information included in the accident form at appendix 3 

 Details of incidents involving a student will be added to the student’s educational record by the 
Principal First Aider 

 Details of incidents involving staff will be added to an accident log which is managed by the Operations 
Manager 

 Accident records held will be retained by the school for a minimum of 3 years, in accordance with 
regulation 25 of the Social Security (Claims and Payments) Regulations 1979, and then securely 
disposed of  

6.2 Reporting to the HSE 

The Operations Manager will keep a record of any accident which results in a reportable injury, disease, or 
dangerous occurrence as defined in the RIDDOR 2013 legislation (regulations 4, 5, 6 and 7). 

The Operations/Premises Manager will report these to the Health and Safety Executive as soon as is 
reasonably practicable and in any event within 10 days of the incident.  

https://www.eeclive.co.uk/public/plogon.asp?aid=14
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case, the Operations/Premises Manager will report these to the HSE as soon as reasonably 
practicable and in any event within 15 days of the accident 

 Occupational diseases where a doctor has made a written diagnosis that the disease is 
linked to occupational exposure. These include: 

o Carpal tunnel syndrome 

o Severe cramp of the hand or forearm 

o Occupational dermatitis, e.g. from exposure to strong acids or alkalis, including 
domestic bleach 

o Hand-arm vibration syndrome 

o Occupational asthma, e.g from wood dust  

o Tendonitis or tenosynovitis of the hand or forearm 

o Any occupational cancer 

o Any disease attributed to an occupational exposure to a biological agent 

 

 Near-

http://www.hse.gov.uk/riddor/report.htm
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9. Links with other policies 
This first aid policy is linked to the  

 Health and safety policy 

 Risk assessment policy 

 Policy on supporting students with medical conditions  

 

10. Automated External Defibrillators (AEDs) 

The school has 2 AEDs on site. One is located next to the first aid room in the P block, the second in the 
school’s sports hall lobby. Training in the use of AEDs can provide additional knowledge and skills and may 
promote greater confidence in the use of a defibrillator but is not a requirement to use an AED. 

 

  



 
Page 11 of 18 

 

 

 

Appendix 1: List of appointed persons for first aid and trained First 

Aiders 

 

 

 

Staff Members Name Role/Location 
Holly Knight Principal First Aider P1 ext 281 

Sally Haysham Operations Manager P1 

Kate Foster Student Services P1 

Lynsey Goddard Student Services P1 

Ellie Lane Student Services P1 

Charlotte Vowles Trips Co-ordinator P1 

Ellen Hatt Receptionist-Portacabin 

Elain Turner Receptionist-Portacabin 

Gill Hannaford Careers P1 

Tracy West HOY Pastoral 

Matt Bale Cover Supervisor 

Sam Frisby Science Technician  

Liam Dray PE Technician 

Jason Warner Site team 

Sean Parker Site team 

Jon Hellyer HOY/Maths teacher 

Phillipa Bell English Teacher 

Nick Owen Maths’s teacher 

Gill Harper DT Food teacher 

Ian Rogers Geography teacher 

Matt Stott HOY/ Maths teacher 

Emily Marcuccilli Language’s teacher 
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Appendix 2: Personal Emergency Evacuation Plan
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 Please specify 

……………………………………………… 

 

 

NORMAL SUPPORT REQUIRED (Link to Care Plan if appropriate) 

 

 

 

 

 

PROCEDURE IN THE EVENT OF AN EMERGENCY 

 

 

On hearing alarm: 
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Could you open the fire door(s) on the floor(s) you will be 

using? 

  

Are you aware of the nearest emergency exits in all 

buildings of the school grounds? 

  

Are you able to descend stairways in the event of an 

evacuation? 

  

Can you hear the fire alarm in normal circumstances?   

 

 

REVIEWS 

 

Date of 

Review 

Changes in Condition, school location etc. What went 
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Appendix 3: Accident reporting form 
EEC Accident Report – Data Collection Form  (Version NOV22) 
EEC MUST be used for reporting details of INJURIES that occur to our employees, visitors, pupils / children in our care, clients or service users as a result 

of an accident or incident that is connected with our work.  
This form is designed to assist users of EEC in collecting the necessary data required to submit accident reports on the Accident Reporting module.  Therefore, you do not have 
to use this form if you do not need to.  You should enter a report for any incident which resulted in anything more than trivial first aid provision, or where the incident or near 

miss could have resulted in a serious injury.  
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Entertainment or sporting 

facilities or equipment     

Horseplay     Person - Employee/ Colleague     Violent incident     

OTHER: Please Specify  

5. DESCRIPTION OF THE INCIDENT                            ****THIS IS A MANDATORY FIELD**** 

 

6. ADULT WITNESSES (This information should be collected for each witness)   

Name Number of Witnesses (Max 5) 
0 1 2 3 4 5 

Address Consent to record personal information obtained? 

Job Title (If appropriate) 

7. WHAT HAPPENED IMMEDIATELY AFTER THE INCIDENT? 

What date was the injured parties line manager made aware of the incident: 

Please tick all the boxes which describe the action taken following the incident  

First Aid Given Name of first aider Taken Home Returned to work 
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YOU MUST ENSURE THAT THIS INFORMATION IS ENTERED ONTO EEC.   

For queries or guidance contact Sam at Educating Safely LLP on 07973 725218 or your Health and Safety advisor 

 

Appendix 4: first aid training log 

 

NAME/TYPE OF TRAINING STAFF WHO ATTENDED 
(INDIVIDUAL STAFF 
MEMBERS OR GROUPS) 

DATE 
ATTENDED/ATTENDING 

DATE FOR TRAINING 
TO BE UPDATED 
(WHERE APPLICABLE) 

First Aid Holly Knight 15th July 2022 15th July 2025 

First Aid Kate Foster 21st March 2024 20th March 2027 

First Aid Tracy West 21st March 2024 20th March 2027 

First Aid Lynsey Goddard 12th July 2022 11th July 2025 

First Aid Charlotte Vowles 9th February 2023 8th February 2026 

First Aid Alison Barnes 12th January 2023 11th January 2026 

First Aid Jon Hellyer 27th September 2022 18th September 2025 

First Aid Nick Owen 22nd September 2022 22nd September 2025 

First Aid Sally Haysham 26th
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NAME/TYPE OF TRAINING STAFF WHO ATTENDED 
(INDIVIDUAL STAFF 


